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At the MissouriCareerSource.com home page (https://www.missouricareersource.com/mcs/mcs/default.seek), a Job Seeker may begin the log in process by
simply clicking on the “Job Seeker” link (1) or clicking on the “Continue” button under the “Job Seeker” column (2).
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MissouriCareer Sour ce.com Log In Page

MissouriC areerSource.com
! Where Talent and Opportunities Meet
State of Missouri

Job Seeker Employer Workforce Professional

Home

Contact your nearest Career Center for assistance: Call 1-888-728-1J0R5.

% y “ Once a Job Seeker has registered, they will enter the username and
! ] password they created to login.

Already RegistZred with Missouri Career Resources
Source?

Browse Job Openings € | 1
File & UI Claim €= 2

3
Complete Four Week '=p(

Find & Traimng Frovider 4=——1 4

Additional Resources:

Locate a Missourn Careear
Center

Enter Usermanmyb:

State Workforce Board

n ‘Workforea

O'Net online apply for a Job with the State of MISSOU 5
Did fol t L8] P d?
id you forget your Username/Passwor Saarch Jobis Natorwite ¢— 6
N i d with Mi ri -~ 7
. Rﬂ'g stered w url Career pessarch Economic Infarmation

eker FAD Job Seekers Register B Create an Accoun

Wwhether you are searching for someone with
the talent to meet your needs, or the
opportunity to put yvour talent to work,
MissounCarearSource.com is vour place to
start!

lstate of Missouri| Department of Economic Deveiopment| Division of Workforce Development | Privacy Policy| Contact Us

From the Login page a seeker can Browse Job Openings, Register/Create an Account , Reset their Password or Login to the system.
Missouri CareerSource.com Log In Page: Resources —these may be accessed without logging into MissouriCareeerSource.

On the right hand side of the log in page, Job Seekers will find links to a variety of available resources:
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1) If a Job seeker does not want to register they can still search for jobs by clicking the “Browse Job Openings” link. This will allow them to see job
openings without registering but will not provide them referral instructions.

2) A Job Seeker may file a Ul (Unemployment Insurance) claim by clicking on this link. Clicking on this link takes the Job Seeker to the Missouri
Department of Labor and Industrial Relations website (https://www.ui.dolir.mo.gov/som/IC_0010.htm) where they will find the steps to filing their
claim.

3) A Job Seeker may also “Complete Four Week Reporting” for Ul benefits. To do this, the Job Seeker MUST be registered and login.

4) If a Job Seeker is interested in training possibilities, they may access the Missouri Education and Career Hotlink by clicking this link
(https://www.missouricareersource.com/mech/).

5) By clicking on this link, the Job Seeker may apply for jobs with the State of Missouri through the EASe electronic application system
(http://www.ease.mo.gov/index.shtml)

6) Job Central is the National Job Bank System. Any MissouriCareerSource Job Seeker may search for jobs through Job Central’'s website
(http://www.jobcentral.com/) by clicking on the “Search Jobs Nationwide” link.

7) Job Seekers may find a vast array of information related to careers and job searches by clicking on the “Research Economic Information” link. This
information is found at the Missouri Economic Research and Information Center (MERIC) website
(http://www.missourieconomy.org/customer/jobseeker wfd.stm).

For a returning Job Seeker (one who has already est  ablished an account):

1) The Job Seeker enters their Username and Password, then clicks on the Sign In button.

For a Job Seeker opening a new account:

1) The Job Seeker should click on the “Job Seekers Register & Create an Account”

NOTE:

If the Job Seeker has an existing web account (this may have been done in Missouri-Works!, Great Hires , or through an automatic file transfer
from Family Services Division or Ul), the Seeker’s enrollment must exactly match with the Social Secur ity Number, Last Name, Date of Birth, and
Gender information provided. In many cases, when a Job Seeker is having difficulty creating an account , or retrieving Login information, the
problem is related to the existing web account.
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MissouriCareer Sour ce.com Rules of Use Page

MissouriC'agreerSource.com
Where Talent and Opportunities Meet

Mg Job Seaker Employer workforce Pro

Missouni Division of Workdorce Development™s Employer Job Listing and Job Seeker Search System!
Harg you haee the ability 10

= Access MissounCaresrSource 24 hows a day, 7 days » weak

w Segarch for pob openings based spon your indeadual gualifications

= “iew electronic Job Orders and refarral information for job openings whose qualifications you meat
= Search new Job Orders added to Mo sounCaresrSource daly

= Craate an alectronic Job Seeker Summary that iz ssarchabbs by Missoun employers

Mo other website can match the amaunt of resources about jobs in Migsoun - 1het s why MissowmCaeerSource 8 Mizsoun's
Job Connection!

For your prodection, employers. using MissounCaresrSowce musi adhare to the following

= They cannal charge & fes 1o peovide a job seeker access 10 a job referral

w Il & salary i specified for & Job Oweder, it fmust be & least minimum wage scooamding 10 Depastment of Labor standards

= They cannot ask job seekers fo purchase any matenals or charge a fee as a requirement for being considerad for a ob

w Thiey cannol uge this sensce 1o recruil replacamen] work s i § labor dispute

= They cannat resell or repost Job Seeker Sumrmanes found an this websile, such ressle or repostng viofales an indradusis
panvac

= They gunm:lt lest @ pob that reguires a specific gender, age, andfor religious preference untess it = a bona fide job
rguirgmsnt

¥ you fowl an employer bas viokatod any of the aforementioned pobcies, pleass contact a bacal Missoun Carsar Cender far
addtional infomrmation

The irformation you submit i ondy used for the spacific purposa for which i k= mtended. We do not disclosa, aws, sall os
transfer any personal information about our wsitors, unless required for Liw anfoecement or statue

Inforrmiation prowided on thes websde s for the exclusive use of employers o connect with job seekers and job seekers to obian
referrals for job operongs, These semces depend on the exchange of accurate and timely information, %We make every efior to
ancowage employers 1o keep their information up to date. We depand on you to dothe same with your informatson

We resene the right 1o refuse senice to any job seekes who provides inaccurale or inapproprale information We also purge old
faremation in accosdance 10 an extablished sehadule

“enlations of these policses could sesull in the loss of access pmalages

[l t agres with the above

jCaregr Centers

State of Missouri -

Rules of Use:

This page reviews
the benefits of using
this site and the
rights and
responsibilities of
the Seeker and
Employer while
using the site.

Users must click the
“Accept” checkbox
to advance to the
next screen.

iz soun Carggr Source Hame | State of Miss un| Department of Economic {?n-'..'nh:lpmnnﬂ Divesion of Workforce l:]nwlnpmu-nr! Frivacy F‘nllc!,r| Contact ks rh-'lll.'.-.'.nurl
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MissouriCareer Sour ce.com Job Seeker Entry Page
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Missouri('areerSource.com |
Where Talent and Opportunities Meet

State of Missouri - Matt Biunt, Governar

Home Jolbs Geeker Employer Workforce Professional

Creatn Job Seaier Usar

‘Ueed Naane (4 1 V6 characars)

‘Passwoil | (4 10 V6 characters, Case Sensive)

*Condinn Passwonil Remember

Mame Fs Mo L Any field noted with
e a“*"is afield that
- i must be completed.
Dt of Batli Ao mmiddderyd

Gl O Male O Female

“indicatod Ragquired fiald or imiry

[Set] [Concat]

Missoun Career Source Mome | State of Missoun| Department of Economss Development| Dwsion of Workforce Developmant| Prvacy Policy| Contact Us |Missoun
[Career Cantars

Create Job Seeker User:

Any information a Job Seeker enters on this page should match the information that was entered in the system when the seeker registered.

The following information must match the existing record in the system:

« Name * Date of Birth
¢ SSN ¢ Gender
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MissouriCareer Sour ce.com Job Seeker Entry/Seeker Info Page

MissouriC areerSource.com
' Where Talent and Opportunities Meet

State of Missouri -

Home Job Seeker Employer workforce Professional

Refarrals [( Seeker Info l Employment Education Weteran

= Thank you for registenng with our 2 -!F — _l-=e & feswe munutss 1o complate the registralion wizard
Infarmation you provide will onby be wsed to provide you with the bast sermce we can

Ganeral information

Mamea TONY TTIGER

“Drate OF Birn CEREED] {fee mpsddyy)
* Gender @ male O Female

Ermail [ E—

Confinm Emadl
Would you like employers to view your ResumesProfile on our Website? ves ) Mo &

Miatling Address
* Address

- Stale f-hll-sscrun |

slephone
Homea Phone
Cell Fhone

Work Phone

Dthar Phong
CAHZRrsh
= Areyou 3 cilizen or otherwise lagally eligible 0 work in the United States? O ves O Mo
Allen Ragistration Murmbar _.\_
Maxt
S~—

Logout | Missoun Carser Source Home | State of Missouri| Department of Economic Development| Dihaision of Warkforce Development | Privacy Policy] Contact us
|Missour Career Centars

Seeker Info, page 1:

Seekers must complete all the registration fields with a “*” to activate their web account. They are not required to complete all pages at once. If they choose to
“Logout” before they finish, the next time the seeker logs into the site, they will be taken to the next information page they have yet to complete.

Clicking the “Next” button will save the information and take the seeker to the next page of the registration process.

Note: The system will not allow the seeker to click on other tabs and move to a different page. They must complete the whole registration process before the tabs
can be used.
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MissouriCareer Sour ce.com Job Seeker Entry/Seeker Info Page

MissouriC areerSource.com
Where Talent and Opportinnties Aeet

State of MIssour| -

Job Seeker Employer

Workforce Professional

Referrals

Emplowment Education

Veteran

Edit Avakabiity Information

Minirmurm Desired YWage Vijnrlls.r' e

Commission § Piece rate D ves & No -

Awailability FlFun Time [CdPart Time [ Temporary [l seasonal CIPRM
Shints Coey ClEvening ClNight [ Rotating [C] Seilit

WIE VWork Saturdays O ves & no

W Work Sundays ) ves & No

Wil Live a1 Worksite © ves & No

Fapar pagis e YeUEANIREN S | Select Lifing Copacity> [

Are pou wAlling 1o relocate ) ves O Mo

State Reguired Infarrmation

ArE you cummently employed 2 ves & No

Are you cumrently in school 2 ves & Mo

Years of Education Completed |

Seasonal Farm Véorker & Yes & No

Migrant Farmm YWaorker .J_‘.ée‘i‘e‘ct Dnl,r ir.ﬁ.pplumhrr_-:v 524
Crisabled O ves O Mo

EthnicitgRace [ Hispanic

[ wemite gncluding orgins from Europe, Middie East or Morth Africa)

[ Btack orAfrican American

[ american Indian or Alaska Mative (SouthvCentralfMonh American MNative)
) asian

[ rative Hawalian or other Pacific standger

Transportation Information
Drriwers License O one O Operators (O Commercial

CDL Class | «Selact Onby f Applicablies
Endarsement

-~
LA Brakes

|Hezardous Matarials

| Tank Yehicla

Access To Vehicle C-D- -\'es -(-D. -r:l-n
P

2 ogout | Missourn Career Sowce Home | State of Missoun| Department of Economic Development| Division of Workforce Development | Privacy Policy | Contact Us
| Missouri Career Centers

Seeker Info, page 2:

This page allows the Job Seeker to enter information about their Work Availability and Transportation related information. This page also has a section for
State/Federal required information.

Clicking the “Next” button will save the information and take the seeker to the next page of the registration process.

Note: If a Job Seeker has information already in the system, that information will populate on each page of the registration process as appropriate. If the
information has changed, the Job Seeker can update the information.
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MissouriCareer Sour ce.com Job Seeker Entry/Employment Page

y MissouriC'areerSource.com
¢ Where Talent and Opportunities Meet

State of Missouri -

Home Job Seeker Employer Warkforce Professional

—
Hame Search Referrals Sesker Info. { Employment )} Education Skills Veteran
e —————
Edit Employment History
‘Employer Naimne l
wJob Titke [
City | MO >
‘Employed Dates | ITo _ | (8x: mmiyyyy) Leave “To" Date Blank for Current Job
Exchude from Resume Profile 0
~Job Description
Punctuation/Spelling is
Important,
Limited to 500 characters o —
| | Havve Mo Employment History N\Add Another
Employment History
Employer Haine Job Title Start Date End Dite Restime Options

Logout | Missouri Career Source Home | State of Missouri| Department of Economic Development| Division of Workforce Development | Privacy Policy| Contact Us
!Mlssnun Career Centers

Employment, pagel:

This page allows the Job Seeker to enter Employment History information. Users can enter an employment record and then click “Add Another” to submit more
employment records.

Clicking the “Next” button will save the information and take the seeker to the next page of the registration process.
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MissouriCareer Sour ce.com Job Seeker Entry/Employment Page

MissouriC'areerSource.com
Where Talent and Opportumities Meer
State of Missour -

4ome Job Seeker Employer Whorkforce Professional

Referrals Seeker Info Employment Education Skills Veteran
Edit Employment Histan
“Employer Name !
~Job Title I
City | (MO~
“Employved Dates | To | {e mmiyyyy) Leave "To" Date Blank for Current Job
Exchude from Resumme Profile | |
=Job Description |

Punctuation/Spelling 15
important,

Limited to 500 characters | w |
Sawve | ) Cancel

Employment History
Employer Haine Job Titte Stait Date  End Date Resume _Options
¥ICA of Callaway County InstructonPersonal Trainer 1072007 ¥ delats
Office of Administration State of Missoun CiT 1l 91995 Y adit
First Baptist Church Financial Secretary 11418984 31988 Y adit  delete

Logout | Missouri Career Source Home | State of Missouri| Department of Economic Development| Division of workforce Development| Privacy Policy| Contact us

Employment, page 2:
Additional Employment History may be added at anytime. Once the Job Seeker inputs the information it is stored by clicking on the Save button.

The Employment History section of the page displays the employment history records that have already been entered. Notice that records can be edited or
deleted .
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MissouriCareer Sour ce.com Job Seeker Entry/Employment

Home Referrals Seeker Info Employment Education VYeteran

Desired Job Titles
You may select up to 20 Desired Job Titles.
2 Desired Job Titles selected.

e
search € Tree B all ’

Enter keywards to search far Jab Titles: |marketing H search ] 8 Joh Titles found.
Job Title # of Jobs

Farm, Ranch, and Other Agricultural Managers

Business Teachers, Postsecandary

Slaughterers and Meat Packers

Commercial and Industrial Designers

Farmers and Ranchers

Securities, Commoadities, and Financial Services Sales Agents

O = O = = O

Selected Desired Job Titles

Job Title Months Experience Year Last Worked Options

Market Research Analysts
Marketing Managers delete

[ et

Employment, page 3:

On this page the Job Seeker selects their Desired Occupations. They can select occupations using a Key Word Search, Tree search or Listing All Occupations.
Selected Desired Job Titles (1, above) displays the occupation records that are already selected. When an Occupation record is selected, the Job Seeker is
required to enter the Months Experience they have worked for that occupation record and the Year Last Worked . Zero can be entered for records with no work
experience.

Notice that records can also be deleted .

Clicking the “Next” button will save the information and take the seeker to the next page of the registration process.
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MissouriCareer Sour ce.com Job Seeker Entry/Education Page

Home Search Referrals Seeker Info Employment Education Skills Yeteran

Education History

*School Name
Pegree Awarded ﬂ
City MO v
Country

Completion Date (e mmianad

Major —— <Choose A Majors
Minor —> <Choose A Minor:

(L Add Another ([Next|

Education History
SchoolName Degree  Completion Date  Major - Minor / Course of Study (ption
Tiger Tech  Bachelors Marketing - Buziness Administration/Management m’w

Education, page 1:

This page allows the Job Seeker to enter their Education History information. They enter the education record and then select “Add Another” to add more
education records.

Education History displays the education records that have already been entered. Notice that records can be edited or deleted .
Clicking the “Next” button will save the information and take the seeker to the next page of the registration process.

NOTE: To enter a degree awarded, click on the drop  down menu arrow and choose a degree from the listp  rovided. The select a Major or Minor area of
study, click on “Choose a Major” or “Choose a Minor " (arrows above) and choose an area of study fromt  he list provided.
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MissouriCareer Sour ce.com Job Seeker Entry Page

MissouriC areerSource.com
Where Talent and Opportunities Meet
State of Missour -

Home Job Seeker Emiployer Workforce Professional

Home Search Referrals Sesker Info Employment l Education Veteran
Alternate Education History

School Hane

‘Description _ |

City [.[m0

Commniry | |

Completion Date | (0 PrUYY)

__Add Another () [Nex |

A T, —
School Hame Type of Education Completion Date Location Options

Logout | Missouri Career Source Home | State of Missour| Department of Economic Development| Division of Workforce Development| Privacy Policy | Contact Us
|Missuuri Career Centers

Education, page 2:

This page allows the Job Seeker to enter any Alternate Education History information. They can enter the education record and then select the “Add Another”
to add more education records.

Alternate Education History displays the education records that have already been entered. (This is displayed in the area marked with the arrow above.)

Clicking the “Next” button will save the information and take the seeker to the next page of the registration process.
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MissouriCareer Sour ce.com Job Seeker Entry Page

Missouri('areerSource.com

Where Talent and Opportunities Meet

State of Missouri -

Home Job Seeker Employer workforce Professional

Veteran

Licenses & Certifications

Type | Certificate |

state (MO ¥

Recebsaed ' Renewad Date | E{ex; mimdhy)
License or Certification _— .-:Chnas.e A License/Cerntificate

¢ Add Another 7@
B —

Licenses & Certificstions
Type Lic. or Cert. Recehed Renewed State

Logout | Missouri Career Source Home | State of Missouri| Department of Economic Development| Division of Workforce Deuefnpmantl Privacy Poficy| Contact Us
|Missouri Career Centers

Education, page 3:

This page allows the Job Seeker to enter Licenses or Certificates  which they have obtained. They can select a License or Certificate by clicking <Choose a
License/Certificate> (see arrow above) and selecting from the list. Use the “Add Another” to select additional Licenses/Certificates. At the “Add Another”
screen, “Save” and “Cancel” buttons appear for new entries.

NOTE: License & Certifications that have already been entered are displayed here. The Job Seeker may edit or delete these entries at any time.

Licenses & Cerifications

Type Lic. or Cert. ReceivedRenewed Stat

e
CPR  Centificate 5/2005 MO

Clicking the “Next” button will save the information and take the seeker to the next page of the registration process.
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MissouriCareer Sour ce.com Job Seeker Entry/Skills Page

Missour1('areerSource.com
Where Talent and Opportunities Meet

State of Missauri -

Hame Job Seeker Emiployer

waorkfarce Professional

Search Refarrals Seeker Info Emplayment

Additional Accompishment
Dascription

Limited to 60 r:héral:ila.rs

Adiditional Accomplishments

Logaut | Miszoun Carear Source Home | State of Missoun| Department of Economic Develapment | Division af Workforce Development| Privacy Policy| Contast Us
|Missouri Career Centers
Skills, page 1:

This page allows the Job Seeker to enter their Accomplishments . They enter accomplishments and then select the “Add Another”
Additional Accomplishments

to add more records.

displays the records that have already been entered. The Job Seeker may edit or delete these entries at any time.
Additional Accomplishments

Ametican Red Cross CPRAAED Certified

ETD e
Leadership Development Trainer edit
Offender Warkforce Development Specialist Certified edit  deflete
YMWCA Personal Trainer Certification edit delete

Clicking the “Next” button will save the information and take the seeker to the next page of the registration process.
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MissouriCareer Sour ce.com Job Seeker Entry/Skills Page

Fiesse mdc ale he skillerabilities wow can dermonsirate 1o an e
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Admin Swppoart S Offsce
Barnkamg
Bookieeping S Aaccounting
Coliec PO

Drasts Erntry

General Offsce
umrmEr eSS sears S

Fry sar Srese

Lagal Terminology
Medical Terminology
Quartery Tanes
Taam Kay

mputas Software
DERatsE

EHCEL

[ LR

LOTUS/ OTILES Nokes
rECcrosoft Wordd
Peackhtres

Powear Point
Prasentations

Print Shog
hursttro-Pro

Suick Book For Windows

Jab Seeker

S icor Tnfo Employmemmi

Ermplowyer

MPMissonurit areer-Sonrce . com

W ivere Tevlerad cread Olpapror-rowrrsries Afeer

o e B o

3
]
]
2
o
H
3
3
a

Carpentry Haed Tools
Cemeant Tools

Corywall Tools
Electrcal Tools

Hard Hat

Mackheming Toesds
FMachanic Tools

Crwern Toronck

Paintirea Tools
Plurnicesr Tooks

Sheet Metal Tools
Sl - teed Baots
wraboing T ouods

raral

[0 Computer Literata
Inctustrial Truock Criwves
[ intarme: knowledgeabia
InterstateTruck Driver
CJF Local Treck Draver

CJ sales

[ Technescal wWrhting

[} Telamaskating

[ warehowse # Production

¢ 00Q0000000R00S

060

TS

Proegrammeantg T ools
[0 aceess

O c++

O —coaoL

0 oELPHE

O oream weawear
[ Flash

[0 Front Page

[ HTHL

[3 Jawva

0 owvracise atabase
[ wiswal Basic

{4 T

Servece Irdustery

M cash HMarsdbng

0 cashiar

0 child Care

[ Ccanflice Maranamant
O cusramar Service
[ Food Preparatson
[0 Food Serwvics

[0 zamatorial & Cleaming
[ recand Sales
wWhaiding

YWorkforce Professiomal

Youw cEn choose = measrmum of

Stale of Missowrl -

Skills, page 2:

This page allows the Job Seeker to
select their Skills/Equipment from the
check boxes on the page.

The Job Seeker can select up to 30 of
the Skills/Equipment options from the
list. There is a counter at the top of the
page that shows how many of the boxes
have been checked. When someone
tries to select more than 30 of the boxes
they will get a message letting them

R Langraasges You are Fluom Alurmirneam Welching
windomes in Other Than Englsh e g, know that they are limited to 30
nstruction o Incustroad [ asrabic P WWhetdimg

':] Bo=niamn
I chinase
[ French

Backhae/Trackhoes
Bluspriet Faactenn
BulldoTer Gracier
Cabimetry

Strectural Stool Waldong

(|
o |
|
[ Szainlass Stesl Welding
|
[ TiG welding

Clicking the “Next” button will save the
information and take the seeker to the

000000000000 0000000000000 00000000000

CarpErtey T Hind 4 -
issets =it next page of the registration process.
Crarg Oparator [T mxatian
Dy all 1 japaress=
Slectrncal T} korean
Forklife [} Portweguase
SEchinirsg [0 Russian
LRt ] 1l sSamoamn
LS CPrograsn Lesgic I Sign Languago
Canteoll CJ =ocmak

[0 Scfder by Handd [ spanish

[J Swahil

¥ Tagaloo

1 wikrasnian
[ vestnamass

Logout | Missoun Career Source Home | State of Missoun] Department of Economic Dewvelopmant | Divisson of Workforce Development| Prvacy Policy ]| Contact ws
[m¥issoun Carear Centers
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MissouriCareer Sour ce.com Job Seeker Entry/Veteran Page

Missour1C areerSource.com
Where Talent and Opportunities Meet

State of Missouri -
Home Joh Seeker Employer Workforce Professional

Search Refarrals Seeker Info Employment Education Skills

Veteran Information

Are you a veleran? O ves @ No

Are you a Spouse of a Veteran who; (a) was killed in Action or s currently listed a3 migsing in ) vas & No
action, or (b) died because of a service connacted disability, or (c) 15 100 percent disabled
because of a sewvice related injury?

Are you the spouse of a deployed Missour Natlonal Guard or Resere member? O ves ® No

Next | )

Logout | Missaur Career Source Home | State of Miﬁourul Department of Economic Development| Division of Workforce De»reli:pmentl Privacy F'nln::.rl Cantact Ls
|Missoun Career Centers
Veteran page:

This page allows the Job Seeker to select their Veteran status.

If the Job Seeker is not a veteran, they select No and the registration process is complete. If the Job Seeker is a Veteran, they should select Yes and click the
Next button. Clicking the “Next” button will save the information and completes the registration process for the non-Veteran.

Veteran Job Seekers, or spouses of Veterans, will select YES and, after clicking NEXT, will need to complete the information on the Veteran page (see example,
page 19).

MissouriCareerSource.com/Job Seeker Manual, ver. 2, January 2009 Page 18



MissouriCareer Sour ce.com Job Seeker Entry/Veteran Page

MissouriC'areerSource.com
Where Talent and Opportunities Meet

Workforce Professional

Employer

Home Jobh Seeker

(T

Education

Referrals Seeker Info Employment

WELEran Information

Veteran Type ) Mot aveteran
() Service connected disability, 20% or more
(2 Service connected disability, less than 30%
© Veteran

(3 mermber of 2 Guard or reserve unit that was actvated under a
presidential order under Title 10, served on active duty during a period of war
or in a campalan or expedition for which a campalan badge is authorized
and was discharged or released from such duty with othier then
dishonorable discharge.

Was your enlistment ended due 1o disability? O ves & No
Campalgn Badge 2 ves & HNo

Are you a Spouse of a Veteran who, {a) was Killed in Action or is currently listed as missing in action,
or (b} died because of a service conneclted disability, or (c) is 100 percent disabled because of a
service related injury. Use veterans® service dates.

& vas @ No
Are you a Missoun citizen who is the spouse of a currently deploved National Guard or Reserns
member or whose spouse returned from deployment within the pastyear? O ves & Mo

Transiioning Veleran [ o

Type Choose Iilhu:harge ifyour projected dale of separation for discharge is in the
next 12 months. Choose Retirement if vou projected date of separation for
_relirement is in the next 24 months

Branch of Service ||

S e Dates |
B l___ I . F— J (et ramud diyyyy - romdddinnyd
Fress the save button to enter more veleran sernice dales

Fu I
?';‘teeg:'f il O ves O No

| Missouri Career Centers

Veteran Job Seekers, or spouses of Veterans, will need to complete the information on the this page.

Clicking the “Finish” button will save the information and complete the registration process.

MissouriCareerSource.com/Job Seeker Manual, ver. 2, January 2009
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MissouriCareer Sour ce.com Job Seeker Entry/Registration Complete Page

Missour1C areerSource.com
Where Talent and Opportunities Meet

State of Missour| -

Home Job Seeker Employer Waorkforce Professional

Home Search Referrals Seeker Info Employment Education Skills Yeleran

Reqistration Complete

Congratulations! You've completed your registration. Click on one of the search tabs 1o begin your job
saarch.

Next (X Print My Resume/Profile

ogout | Missour Career Source Home l State of Miﬁﬁuuril Department of Econamic tﬁevelupmend Division of Warkforce DevelnpmentI Privacy Puhr:vl Contact Lis

| Kiismmi vt Fmpmmn Prmrbme

Registration Complete:

When the Registration is complete, the page will display a message so the Job Seeker knows they have completed the process. All of the tabs are now accessible.
Clicking the Next button will take you to the seeker Home page.

The Job Seeker may print their Resume/Profile by clicking on the appropriate button.
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MissouriCareer Sour ce.com Job Seeker Home Page

Home

General
Information
TOMY TTIGER

J3IIETRIPED
BACK WAY
JEFFERSOM CITY,
(o]
B510

Edit My Information
View My
Resume/Profile
p— Additional Services
Online Assessmeant
Change My
Password

Do you want WD o
natify you ahout job
apenings?

O ves @ No

Where Talent and Opportunities Meet

Job Seeker Employer

Home

Referrals Seeker Info Employment

e S
Qulck Job Search
ier Feywords ips@arch Jobs

Education

Missouri('areerSource.com

State of MiIssOuri -

Workforce Professional

Veleran

OR Enfer e Jokb Order Mumber
(2 Bearch by Missouri Career Center | Select by Miszsouri Career Canter ~
(2 Search within Region | Select by Region v

) Search by Zip Code
advanced search

—
Job Search P-.CUVH
Real ale g 1222008

$28,506.00 - §30,096.00 Yearty JEFFERSOM CITY, MO, 65108

|Market Channel Leader- Intemational 141 7/2008
; _ JEFFERSON CITY, MO, 65101 -
Customer Service Rep 1222/2008
| JEFFERSON CITY, MO, 65108 ) )
|Sales Professional 1201 /2008
;iEIJ_DBB.IJIJ - $35,000.00 Yearky JEFFERSONM CITY, MO, 65103
CONSUMER SOLUTIONS REPRESENTATIVE 11/26/2008
151100 Hourky JEFFERSOM CITY, MO, 65101

| Missouri Career Centears

Job Seeker Home Page:

also notify the user about job openings if the “Yes” radio button is selected.

, access “Additional Services”

Logout | Missouri Career Source Home | State of Missourl| Department of Economic Development| Division of Workforce Development| Privacy Policy| Contact Us

=»The Home page allows the Job Seeker to view their General Information . The links in the “General Information " section of the page allow the Job Seeker to
“Edit My Information” , “View My Resume/Profile”

, complete “Online Assessments” , and “Change My Password” . DWD will

The Home page also allows the Job Seeker to do Quick Job Searches and view some of their recent job referrals under Job Search Activity . All tabs are
available for the seeker to click and make edits/updates to their record. Clicking the “advanced search” link will open the Job Search page and take the seeker to

the second tab (Job Search).
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MissouriCareer Sour ce.com Job Seeker Search Page
MissouriC'areerSource.com
g Where Talenr and Opportimities Meet

State of Missouri -

Home Job Seeker

Workforce Professional

Employer

Home I Search I Referrals Sceker Info Employment Education Skills ¥eteran
N ———

Job Lists
« by Region
Enter words to search for in jobs OR 1
Enter the Job Order Number 2
Location
Minimum Wage Hourdy
O gearch within Zip Code (85101 Mew Jobe | Lnas1 i 3
1 I in
O Search within | miles of Zip Code [S5101 Ehif 7 L iod =
) Search within County | Select a courty [ I = =
() Search within & Missouri Career Center I o 5 - L -
Selact a Mezsourl Caresr Canter - s Owo CI7u Chwe ClTe CIFe
o Search within Region Csa Clsu [
Selott n region | SortJobs | Meweat dobrs First ~|

use map
(=) Bearch Stalewids

_T|
_

& A ok tttes O my desired job tites O select job ttes

Toview jobs matching a saved search, select below and press the Load bufton
To sawve 3 new gearch.ﬁrsi click search You can save on the boffom of the resulis page.

No Seved Searches velload] [Dose] 4

Logqout | Missouri Career Source Home | State of Missouri] Department of Economic Developmeant| Division of Workforce Development| Privacy Policy| Contact us
|Missourn Career Centers

Search Page:
This page gives seekers many different options to help them find an optimal job match.

Search By Location (1) allows searches by zip code, by distance from a zip code, by county, within a Career Center area, within a region (map), or statewide.
Search Details (2) allows seekers to select the desired wage, new jobs , days old, shift, availability, days or by newest, job title or location.

Search By Job Titles (3) allows seekers to search by all job titles, their desired job titles, or selected job titles of their choosing.

Saved Searches (4): Seekers can select the search criteria they prefer and then save the search so it can be recalled anytime they desire.
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MissouriCareer Sour ce.com Job Seeker Search Page
Missourid areerSource.com

W irere Todernr ard Oppaortorniries Meer

Stabe of Missouri

Haorme Tk Seeker g W ekl orce Prafe

Search Reforrals Sarebonr Info Ermp oy mesnt Educatiorn Slills Wetnran

Lske your search results? Scroll ta e Bottarn of this pane 16 sae tiis search S0 YU can use It 3gain i the futute. Too misny or not
enough resuls? Refine your Search by clicking on the close button below, or e search tab sbowe
Sedrch RPesuits
117 items tound, displaying 1 to JO.Firat™rev] 9. 2. 3, 4 [Ma=tiLas=1)
dob Order

Joby Title = Dhawke Lo contionn Experiersce [ EFTh L]

LPM TEIN94 TS0 SEFFERSON CITY, MO, B5102 24 Months MNome

FPergenal Care Alds TEINA3E BISZOE0 JEFFERS:ON CITY, MO, 65102 12 Months Hone

Registerad Murse TEAI940 VIS eS JEFFERSON CITY, MO, 85102 24 Months MNone

LA, FEg1939 EISIZ 00 JEFFERSON CITY, MO, 55102 12 Monihs Mone

Diata Cosrdination Planmer TETES3E 1IEWI08  SJEFFERSON CITY, MO, 65102 36 Mondhs MWasiers

Tax Praparer TS89z FIEWI0E - JEFFERSDOM CITY, MO, 651029 30 Months Honme

BookkesnanClercal TE58639 12EWE008 SEFFERSON CITY, MO, 65108 36 Months High Schood
Diplorma

RESIDEMNTIAL LCWAMN COLLECTOR T8F0138 1EZWI0E . SEFFERSOCMN CITY, MO, 65109 High Schood
Diplormas

HJERK CHEF TETOO0IG £ 2292008  FEFFERSON CITY, MO, 655109 12 Moenths Hone

Census Takers TEG1540 TEZEI00E JSEFFERSOMN CITY, MO, 65103 HNore

Raliaf Yardman - Jefferson Cay, MO 7858054 F 2262008 MEFFERSON CITY, MO, 65104 Hone

Tedler & Part Tema (Jefferson TRy, TE5S8029 W EFEIE0E SEFFERSOMN CITY, MO, 65104 Nome

W)

Azsistam Branch Manager (fsferson 758028 WIS SJEFFERSOMN CITY, MO, 65104 Nome

City . B

FEanCLAl Sl ES Specialisl TESE0ED 1242008 SEFFERSON CITY, MO, 85§01 1 Months High Schoot

iplorme
TELLERPART TINE TESEOSE 1242008 SEFFERSON CITY, MO, 55101 High Schood
iploms

DECHAMD TASS43E VTR PADLCAH, KY, 510 BED

ralied yardrmamn TESSE3I8 1228/20:08 - FEFFERSON SITY, MO, 55103 GED

SAssistanl Branch Manager TBS552EE 122472008 JEFFERSON CETY, MO, 85101 Bachalors

Adr i Offco ppor TELEST4AO 12242008  SJEFFERSON CITY, MO, 65109 48 Months Hone

Assisiant

Census Takers THLAGT 3B 1224008 FEFFERSON CITY, MO, 65109 Hone

Real Estate Examiner | TEA5943 2242008 - JEFFERSON CITY, MO, 65109 Bachalors

PHAaRMACY INTERM TES1138 TAEII008 SEFFERSON CITY, MO, 65109 More

T Custamer care Ltechnician THEETES 12308 FEFFERSON CITY, MO, 65104 Home

CCCUEPATIONAL HEALTH MURSE TH46603 TTNEIO0E SJEFFERSOMN CITY, MO, 65104 Momne

HUMAN RESOURCES ASSISTAMNT TE46586 12308 - SEFFERSON CITY, MO, 65104 Mone

(ILITAR Y

EQUAL OFPORTUNITY ASSISTANTTBSESTS ¥ BINTI008  JEFFERSON CiTY, MO, 65104 More

Customer Servco Rep TEITIZG 122208  JEFFERSDN CITY, MO, 65109 Bacnaiors

Teller THITIAZ 1 22HIE0R FEFFERSON CITY,. MO, 65109 SED

Special Education Suparvisar Ta3I233E Y2008 JEFFERSON CITY. MO, B5102 36 £ 3

Education SuperWsor TEIZRIB TN SI00E SEFFERSON CITY, MO, 65102 36 Months Bachealors

117 items found. displaying 1 to IO FistPres] 1.2, 3, 4 [Me=tiLas1)

Save - This Search
Modify & prior Search you saved | No Sewved Searches & &w]
or __ Sawe a5 @ new Seasch I
e i | muissowr Caresr Source Homa | State of Missouri| Department of Economic Develepmeant| Division of Weorkforce Developmant | Privacy Policy| Coentact s

| rissour Carser Canters

Search Results Page:
When the seeker selects the desired search options and clicks the search button, the search results page displays search results. If there are too few or too many
jobs in the list select the Close button and modify the search options to bring back more or fewer jobs.

Save Search:
Many job seekers will have search options they would like to use each time they visit the website and conduct job searches. To utilize this feature, searches can
be named and saved. At the bottom of this page enter a name for the search and click the Save New button. Several different searches can be saved.
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Select Saved Search:

23 Missouri Career Source - Microsoft Internet Explorer

MissouriCareer Sour ce.com Job Seeker Search Page

LEX
a

File Edit Wiew Favorites Tools  Help
o = 1 s g -_j ~_I,-\_. . J'J)‘ T\ = T
Qs+ O B G P forwons @ 3% & -
= [~ =
Address@https:,I’J‘train.missouricareersource.comJ‘mcs.l’seeker,l’search;’search.seek e GD Links &5naglt E EI
A~

skills Veteran

Education

Search Referrals Seeker Info Employment

Home

Job Lists
e by Region

Enter words to search for in jobs OR
Enter the Job Order Murnber

| LSearch J
Search By Location Search Detalls
Minimum Wage Hourly
O searchwithin Zip Code|@ ! I : |
X Mew Jabs in Last | days
) Search within miles of Zip Code 65101 | s 7S |
T I Iy v
O Search within Counhf‘ Select a county W o
() Seatch within & Missour Career Center Ryliabiiy £IY v|
Dayg Off
} Select a Missouri Career Center bd | ¥ Omo C1u Clwe Ot ClFr
OSearchW\thm Region [Osa Csao
| setect & region v| SartJobs [ Mewest Jobs First ¥
use fmap =
(%) Search Statewide
Se ] 5
@ Alljob titles O My desired job tiles O Select joh titles

Taview jobs matching 2 saved search, select below and press the Load button

ch to Load

Logout | Missouri Career Source Home | State of Missouri| Department of Economic Development| Division of Workforce Development| Privacy Policy| Contact Us

&

|Missouri Career Centers
é QanaI intranet

@ Dore

Find saved searches on the bottom left of the page. By clicking the arrow at “Select Search to Load”, a drop down listing of all saved searches will be available.
Select the desired search and click the Load button. This will automatically enter all the search options and complete the search.

If you no longer need a saved search you can select it from the list and then click on the Delete button to delete it.
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MissouriCareer Sour ce.com Job Seeker Search Results/How to Apply Page

MissouriC'areerSource.com
' Where Talent and Opportunities Neet

State of Missouri -
Employer

Workforce Professional

eferrals Employment Education

efoll 1o the bottorm of this page to save this search so you can use it again in the future. Too many or not
Bur search by clicking on the close button below, or the search tab above

I I R Secker Info Skills Veteran

enough resulls

Search Results
7 items found. displaying all items.1

Job Order
Jolbs Title # Bate Location Experience Degree
Real Estate & Facilities ( MCH) 7813667 12M 812008 JEFFERSON CITY, MO, 65104 Mone
Dirilling Rig Supervisor [ MO) 7813662 12M8/2002 JEFFERSOMN CITY, MO, 65104 Mone
Marketing Terrifory Manager / Field 7813654 121812008 JEFFERSON CITY, MO, 65104 Mone
1 Merchandise Specialist (
YWage Location LJEFFERSOMN CITY, MO, B5104

After an extensive formal and on-the- job training program to leam about the business unit's objectives, operating
standards, and processes, the incumbent will supervise the day-lo-day operations of a nebeork of BxonEssofabil
associates and their Sites. The main focus will be 1o maximize financial success of both ExxonMobil and the associate
an a site-by-site basis, maintain high environmental standards and deliver industny-leading customer satisfaction.
Examples specific responsibilities may include: - Recruifing and developing retailersfassociates - Conducting market
assessments - Executing marketing programs - Preparing business plans and expense budgets - Ensuring customer
salisfaction abjectives are metiJC9127248)

Open Date 12172008 Close Date
Experience

Education

Shills

Shin

Fwaitability

Days Off

Openings 1 Work Schedule
Lifling Capacity

Driver License Mone Endorsements
Job Benefits

Commission Mo

Ciwil Engineer [=]] 7813653 12M 872008 JEFFERSON CITY, MO, 65104 MNone
Public Sector/Government Account 7775112 121 562008 JEFFERSON CITY, MO, 65104 None
Excecutive

Management Traines 7604238 1152562002 JEFFERSOMN CITY, MO, 65101 Bachelors
Market Channel Leader- International 7493338 11/ TI2008 JEFFERSOMN CITY, MO, 65101 Bachelors

7 items found, displaying all items.1

Save This Search

Modify @ prior search you saved | Mew Stan ~
oF .. Save as a new Search

Logout | Missour Career Source Home | State of Missour| Department of Economic Development| Division of Workforce Development| Privacy Policy| Contact Us
| Missouri Career Centers

Search Results—How to Apply:

To see more information about a job, click on the Job Title (1) and the page will expand and show more information about the job. Clicking again on the job title
will hide the job information. You can have several different jobs expanded at a time.

Clicking on the “How to Apply” button will take the Job Seeker to that information page.
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MissouriCareer Sour ce.com Job Seeker Search Results/Referral Instructions Page
MissouriC ' areerSource.com
Where Talenr and Opporrimities Meet

State of Missour| -
Home Job Seeker Employer waorkforce Professional

Yo Seeker Info Employment Education Meteran

Referrals '
—

Reremal Instructions
BExxonkobil

Wehsite: For cormplete description and application instructions Click
Here®4966_59510R_MO_Dec_15_2008_119%3a10AM

For complete description and application instructions

https:ffsjobs brassnng. comf 1033 aspfigiorm_jobdetail asp#4966_5851BR_MO_Dec_15_2008_11%
231 0AaM

Real Estate & Fadiiities { MO/ 7B1366T

| Wage Location JEFFERSOM CITY, MO, 65104

“Global Real Estate & Facilities Advisor™ Provide all facility management services for regional oMices in Dallas, Fairfa,
Houston'Southwest, London, BrusseisiBreda and Singapore. Support all other Excconbiobil office facilities woridwide
through our intermational facility management nebwork. Provide all real estate samvices {except some Marketing real estate
actvities) for business units worldwide . “Tenant Senices Coordinator™ GREF Tenant Senices Lead: Day to day
administrative duties, which include stewarding copliers, bottled water semrvices, coffee sendice, client serice requests,
back up for the Beaumonl Area Tenant Services Supervsor (JC81 278280

Open Date 121 af2008 Close Date
Ezperience

Education

Skills

Shin

Availability

Days O

Qpenings 1 Wiork Schedule
Lifting Capacity

Driver License Moneg Endorsements
Job Benefits

Camrmission Mo

(Gieze] |)

e

Logout | Missouri Career Source Home | State of Missouri| Department of Economic Development| Division of Workforce Development| Privacy Policy| Contact us
| Missouri Caresr Centers

How to Apply/Referrals Page:

When you find a job that interests you, click on the How to Apply button. If you qualify for the job the page will display the Referral Instructions . If you do not
meet the qualifications for the job, the screen will display the criteria not met for qualification.

When you have reviewed the application/referral information, click on the Close button to return to the job search list.
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MissouriCareer Sour ce.com Job Seeker Search Results/Referrals Page

MissouriC areerSource.com
Where Talent and Opportunities Meet
State of Missouri -

Job Seeker Workforce Professional

Employer

Home

( Referrals

Search Seeker info Employment Education Skills Veteran
Refarrals
Job Title Einployer Naine Job Listed Salary
Drilling Rig Supeniasor | MO} Exionobil 121 B/2008
Civil Engineer [ MO) Exsconbohbil 1211672008
Public E_SctonFGovemment Account Sprint 1201172008
Excecutiva
Real Estate & Facilities ( MO} Exoonmokil 121 B/2008
s DVISION OF PROFESSIONAL $28,596.00 -
eaiEetns Eaianar) REGISTRATION 122212008 g30,096.00 vearly
harket Channel Leader International ABB, INC. 111 7r2008
Marketing Tarritory Manager £ Field :
4 Pl Exwoniobil 1
Merchandise Specialist ( Mok 21 e
DECKHAND INGRAM BARGE COMPANY 122472008 g‘aiﬁ-“” - $170.09
CONSUMER SOLUTIOMS
11
REPRESENTATIVE EMBARQ 11726/2008 $11.00 Hourky
$30,000.00 -
Sales Professional TERMIMIE 12182008 co 0 nog.an Yearty
Customer Senvice Rep JEFFERSOM BANIK 122273008

Logout | Missoun Caresr Source Home | State of Missnur'rl Department of Econamic Deve!npmantl hvision of Waorkforce Davelnpmantl Privacy Policy| Contact Us
| Missouri Caresr Centers

Referrals Page:

The Referrals tab will display all of the jobs for which the Job Seeker has received referral information. Click on a Job Title and it will expand the page and display
the job detail information and referral instructions.

Referrals will only show on this page as long as a job is open. Once a job is no longer open the referral will be removed.
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MissouriCareer Sour ce.com Job Seeker Search Results/Referrals Page

MissouriCareerSource.com

1 Where Talent and Opportunities Meet
State of Missouri -
Workforce Professional

Home Job Seeker

Employer

Referrals

Search Seeker Info Employment Education Skills Vetaran

Reterral Instructions
DVISION OF PROFESSIOMNAL REGISTRATION

Email. realestate@pr.mo,goy
In Fersomn: 3605 MISSOURI BOULEVARD
JEFFERSON CITY, MO, 65108
Fhone: (S73)751-2628
Fao (STHTS1-2T77
Wail: DVISION OF PROFESSIONAL REGISTRATION
3E05 MISSOURI BOULEVARD
PO BOX 1339
JEFFERSON CITY, MO, 65108
Website: For complete description and application instructions Click Here

Real Estate Examiner | / 7845343
\age $28,596.00 - $30,096.00 Yearly Location JEFFERSOM CITY, MO, 65109 -
ESSENTIAL FUMCTIONS AND RESPOMSIBILITIES: «Conduct complex compllance audits of real estate brokers and

entities to werify that money held by these firms has been deposited in accordance with state regulations. In the course of

these audits, an examiner must review various books, records, and other documents maintained by the licensee.

Complete and submit written reports to the MO Real Estate Commission as required. “WWork under the direction of the

frae EaliERs b WA et 8' SilFveiiay BEPBENRE IRS LT BUA Bahlet asshaEre e abwERem T SR RE B Y8Ron

the Jefferson City office as required, =Owernight travel is required in conjunction with this position. =Perform other related

wiork as assigned. VIEW COMPLETE AMMOUMNCEMENT AT pr.mo.goy

Open Date 1272442008 Close Date 15ar2009
Experience
Education Degree Required Bachelors
Skills
Shint Day
Arailability Full
Days Off Sal, Sun
Openings 1 Waork Schadule  Example: 8 to 5 with an hour for lunch
Lifting Capacity
Driver License Operators Endorsements
Jab Benefits 401K, Dental Insurance, Education, Health Insurance, Holidays, Retirement Benefits, Sick Leawve,
WVacation
Commission Mo =)
< | >

Logout i Missoun Career Source Home | State of Mlssuunl Department of Economic Devetupmanﬂ Division of Workforce Developmentl Privacy pD'IC‘fl Contact Us
| Missouri Career Centers

Referrals:

As long as a job listing is open, the Job Seeker may access it and get the Referral instructions. Job Seekers may access the Referrals page to find jobs for which

they have been referred, but will still need to follow up and contact the employer based on the Referral instructions.
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MissouriCareer Sour ce.com Job Seeker/Seeker Info Page
MissouriC'areerSource.com
Where Talent and Opportunities Meet

State of Missouri -

Home Job Seeker

Employer Workforce Professional

! Seeker Info '
T

Referrals

Employment Education Skills

Seneral Seeker iInformabion
TONY T TIGER

Address

3333 STRIPED BACK WAY
JEFFERSON CITY, MO 65101

Can emplovers search for and view my resume? Yes
Email TTiger@hotmail.com

How to Contact Me
edit general information

Citizenship Information
LIS Citizen Yas
edit citizenship information)

Minimum Salaﬁl

CommissionPiece Rate Mo

Aoratlability Full Time

Shifts Dray, Evening

Wil Work Saturdays Mo Will Wiork Sundays Mo
Wil Live at Worksite Mo Lifling Capacity

Witling to Relocate

State Required Confidential

Currently Ernploved Mo Currently in Schoal Mo
Disabled

EthnicitgRace Seasonal Farm Worker Mo
milgrant Farmn Worker Mo Migrant Food Processor

edit state required inforrmation|

Drivers License Standard Atcess 1o Vehicle 2]

Endorsements
edit transportation informatiop)

Logout | Missouri Career Source Home | State of Missouri| Department of Economic Development| Division of Warkforce Development | Privacy Policy| Contact Us
|Missouri Career Centars

Seeker Info Page:

The Seeker Info tab will display the General Information , Citizenship , Availability , State Required Confidential and Transportation information that was
entered during the seeker registration process.

Use this page to change or update information that is no longer correct. Click the Edit <blank> Information link to change information in any of the five sections.
When you click an Edit <blank> Information link you will see a page resembling that where the information was entered during the seeker registration process.
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MissouriCareer Sour ce.com Job Seeker/Employment Page

MissouriC'areerSource.com
Where Talent and Opportunities Meet

State of Missourt -

Workforce Professional

Home Job Seeker Employer

e
Referrals Secker Info Employment Veteran
Employer Hama Job Title Start Date End Date Resume Options
Kellogg's, INC Marketing Representative 141990 b § @
Kelloga's, INC Marketing Representative 171590 edn  delate
| Mew Employment Record |
Desired Emplovment
Year Last Months

Decupational Categony Worked Experience Options
Market Research Analysts 2008 64 delete
Marketing Managers 2008 1 delete

| EditDesired Job Titles |

Logout | Missoun Career Source Home | State of Mtssnun| Department of Economic Davelnpmenﬂ Division of Workforce Development| Privacy F'::-Iu:ﬂ Contact Us

| Missour Carear Centers
Employment Page:

The Employment tab shows the Job Seeker their employment history and the desired job titles that were entered when they registered.

By selecting the Edit Option, the Job Seeker may change employment record information. By using the Delete Option, a Job Seeker may delete the record. To
add new employment history, click the New Employment Record button. If the Job Seeker clicks this link, they are taken to a page much like the page where

employment information was entered during the seeker registration process.

To add or change Desired Job Titles click the Edit Desired Job Titles button. Use the Delete link to remove the record.
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MissouriCareer Sour ce.com Job Seeker/Employment/Edit Desired Jobs Page
MissouriCareerSource.com
Where Talent and Opportunities Meet

State of Missour|

Home Job Seeker

Employer Workforce Professional

N
Employment
N/

Referrals Seeker Info Education Veteran

Diasired Job Titles
You may select up to 20 Desired Job Tittes.,

3 Desired Job Titles selected. 1
Search /
N ' Trea All
Enter keywords o search for Job Tilles: | management || s=arch | 24 Job Tiles found. ~
Job Title & of Jobs
Management Analysts 5
Emergency Management Specialists a
Agricultural Sciences Teachers, Postsecondary 1
Office Clerks, General B4
First-Line Superisors/Managers of Retail Sales Workers 3
Wental Health and Substance Abuse Social Workers 19
General and Operations Managers 17
Human Resources Managers 10
Bdmramd ke b ™ e o b

Selected Desired Job Titles

o e chhoone “Wkos O
Marketing Managers | delete
Market Research Analysts |84 2008 | delete
Marketing Managers |96 |2008 delete

Logout | Missoun Career Source Home | State of Missuur|| Department of Economic Devalopmenil Division of Waorkforce Davelnpmant| Privacy P0|IC':||'I Contact Us
Desired Job Title Search:

When the Edit Desired Job Titles button is selected, the Job Seeker is taken to the Desired Job Titles page. This page looks much like the page where Desired
Job Titles information was entered during the seeker registration process.

Seekers can select Desired Job Titles using any of the three tabs on this page. The Search tab allows the seeker to find job titles by entering keyword(s) and
then clicking the Search button (1). The search returns all job titles found for the keyword(s) in the employers’ job title or description. Each Job Title has a column
that shows the “# of jobs” available for that type of job.
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MissouriCareer Sour ce.com Job Seeker/Employment Page
Missouri(areerSource.com
Where Talent and Opporiunities Meei

State of Missouri -

Home Job Seeker Employer Workforce Professional

( Employment

NS —

Referrals Seeker Info

Education Veteran

Desired Job Titles
You may select up to 20 Desired Job Titles,
2 Desired Job Titles galected.

Search Tree all
e ————

= Architecture and Engineenng Occupations =
=3 Ants, Design, Entertainment, Sports, and Media Occupations

= Building and Grounds Cleaning and Mantenance Occupations

= Business and Financial Operations Occupations

£ Mammnnite and Sarisl Sandras Mecanstinne

L Construction and Extraction Occupations

23 Education, Training, and Library Qocupations

23 Famming, Fishing, and Forestry Occupations

2 Food Preparation and Serving Related Occupations
L Healthcare Practitioner and Technical Occupations

B e B L e

Selected Desired Job Titles

Job Title Months Year Last

Exporience  Worked 71"
Market Research Analysts !34 | |eoos | delete
Marketing Managers |96 _. :2088 ] delete

Logout | Missoun Career Source Home | State of Missouri| Department of Economic Development| Division of Warkforce Development | Privacy Policy| Contact uUs
| Missouri Career Centers

Desired Job Title Tree Search:

The Tree tab allows the Job Seeker to view occupations by categories. Clicking on folders expands the groups and shows more specific titles. To add a job title to
the Selected Desired Job Titles, click on a job title from the list (see arrow above). The number to the right of the occupation shows the number of Job openings
statewide for that job title.

When a job title has been added it will show under Selected Desired Job Titles . If the seeker has work experience for that job they should enter the Months
Experience and the Year Last Worked . Months Experience is a required field, even if the experience is zero.
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MissouriCareer Sour ce.com Job Seeker/Employment Page
MiassouriC ' areerSource.com
Where Talent and Opportunities Meet

State of Missour| -

Workforce Professional

Home Job Seeker Employer

Employment
~

Referrals Seeker Info Education Skills Veteran

Desired Job Titles
You may select up to 20 Desired Job Tiles.,
2 Desired Job Titles selected

Search Tree all

Job Title = of Jobs ~
Accountants and Auditors 1
Actors a
Adjustment Clerks 10
Administrative Senvices Managers 42
Advertizing and Promotions Managers =]
Aanrospace Engineers 4
Agricultural Equipment Operators 20
Agricultural Inspectors 1
Agricultural Sciences Teachers, Postsecondary 1
Agricultural Workers . All Other 8

Selected Desired Job Tities

Months Yean Last Cestions

KhORT, FRIE Experience  Worked

Market Research Analysts g4 | (zo08 | defete

harketing Managers |95 lEEIEB___ delete
Concel

Logout | Missoun Career Source Home | State of Missouri| Department of Economic Development| Division of Workforce Development | Privacy Policy| Contact us

| miissouri Career Centers

Desired Job Title All:

The All tab allows the seeker to see all job titles in the entire list. To add a job title to the Desired list, click a job title from the list.
Enter the Months Experience and the Year Last Worked and click on the Save button.

Use the Delete Option to remove a Job Title from the Desired Job Titles list.
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MissouriCareer Sour ce.com Job Seeker/Education Page
Missouri( areerSource.com

Where Talent ane Opportunities Meet

State of Missour -

{ome Job Seeker

Employer Workforce Professional

Search Referrals Seeker Info Employment Yeteran

' Education
~

Education Histo

School Name Deqres E,z:'"'m" WMajor - Minor | Course of Study Options
YWayland Baptist Business Administration/Management - -
Oniiarsiy Bachelors 51975 History @
William J. Palmer High High School B/196S ) edit ditele
School Diploma

| MewEducatonHistory |

Additional Educabion Histo
School Name Type of Education Completion Date Location Options

[ Mew Altarmate History ]

Licenses & Certifications

Type Lic. or Cent. ReceiedRenewed State
CPR Certificate 82008 MO adit delete

MNew Lic/Cert

Logowt | Missouri Career Source Home | State of Missouri| Department of Economic Development| Division of Workforce Deuelnpmentl privacy Policy| Contact Us
|Missouri Caraer Centers

Education Page:

The Education tab shows the Job Seeker’s Education History , Alternate Education History and Licenses/Certificates that were entered when they
registered.

Select the edit or delete option to edit or delete a record. To add new education history, click the New Education History button. When you click a link you will
see a page that resembles the page where Education information was entered during the seeker registration process. Follow the same procedure for adding New
Alternate History . To add new license or certification history, click the New Lic/Cert button. When you click a link you will see a page that resembles the page
where License/Certificate information was entered during the seeker registration process.
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_ ~ MissouriCareerSource.com Job Seeker/Education Page
MissouriC areerSource.com

Where Talent and Opportunities Meet

State of Missour| -

Home lob Seeker Employer Workforce Professional

s
Referrals Seeker Info Employment Education )| skills
S ——

Education Histor
'School Naine Missour State University |
Degree Awarded Masters Ml
city Spingfield ~.[mo ¥
Country usse |
Completion Date 0571986 (e mmipy)
Major Business AdministrafionManagement  (change)
Minot <Choose A Minor=

o

Education History
Option

School Naine Degree  Completion Date  Major - Minor ¢ Cowrse of Study s
Tiger Tech  Bachelors Marketing - Business Administration/Management edit delste

Logout | Missouri Career Source Home | State of Missouri| Department of Economic Development| Division of Workforce Development| Privacy Policy| Contact Us

|Missouri Career Centers

New Education:

When a Degree type is selected that has a Major or Minor, the seeker should select from the list by clicking the <Choose A Major> or <Choose A Minor> link.
This will produce a drop down list of Majors or Minors. The Job Seeker may select the appropriate category and add it to their record.

Select the Save button and the Education record will be add to the list at the bottom of the page under Education History .
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MissouriCareer Sour ce.com Job Seeker/Skills Page

MissouriC'areerSource.com
Where Talent and Opportunities NMeet

State of Missouri -

Waorkforce Professional

Job Seeker Employer

Home

skills )
—.

Referrals Seeker Info Employment Education \‘ Veteran
I
P Bookkeeping f Accounting Cash Handling Cashier
Computer Literate Conflict Management Customer Semvice
Data Entry EXCEL General Office
Human Resources Imternet Knosdedgeable Microsoft ¥Word
Power Point Prezentations Print Shop
Quick Book For Windows Retail Sales Sales
Sign Language Telemarketing Ten Key
Windows

Ecit Skills

Additional Accomplishments

| Mear Accompishmant I

Testing
Work Keys Work Readiness Certificate
Reading for hformation
Applied Mathematics
Laocating Infonmation
Humeric Test
AlphaNumeric Test
Typhiig Gross
Typineg Net
Typing Accuracy

This section will display information about typing £ data entry test scores only ifyou have taken a Missoun Career Center
administered test. Contactyour local bissoun Career Center Ifthig information is not correct,

v

ooooooS 8

Logout | Missouri Career Source Home | State of Missouri| Department of Economic Development| Division of Workforce Development| Privacy Policy| Contact Us
|Mi550ur| Career Centers

Skills Page:

The Skills tab shows the Skills/Equipment and Additional Accomplishments  that were entered when the Job Seeker registered. Tests that have been recorded
in the system will show under the Testing section.

To add Skills/Equipment or Accomplishments, click the Edit Skills/Equipment or New Accomplishment button. When you click a link you will see a page that
resembles the page where this information was entered during the Job Seeker registration process.
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MissouriCareerSource.com
Where Talent and Opportunities Meet

Referrals

Home

Seeker Info

Job Seeker

Employment

Please indicale the

22 sl

Is selected

M =z Office
[ 8anking
Bookkeeping / Accounting
[ collections

Data Entry

General Office

[ Human Resources
O tnsurance

[ Legal Terminology
[] medical Terminology
[0 Quarterly Taxes
Ten Key

Computer Software

[] oBase

EXCEL

O Limux

O LoTUS/ALOTUS Notes
Microsoft Word

O peachtree

Power Paint
Presentations

Print Shop

[1 Quattro-pro

Quick Book For Windows
O unrx

windows
Construction / Industrial
[ eackhoe/Trackhoe
[ Blueprint Reading

[ eulldozer/Grader

O cabinetry

[ carpentry

O cement

[ crane Cperator

[0 orywal

[ Etectrical

O Forkift

[ machining

[ Mining

[ PLC (Program Logic
Control)

[ solder by Hand

you can toan

Equipment Owned
Carpentry Hand Tools
Cement Toals
Crywall Tools
Electrical Tools
Hard Hat
Machimng Tools
Mechanic Tools
Own Truck
Painting Toals
Plumber Tools
Sheet Metal Tools
Steel-toed Boots

oooooooooooo

[ industrial Truck Driver
internet Knowledgeable
O nterstateTruck Driver
[J Local Truck Driver
Sales

[] Technical Writing
Telemarketing

O warehouse / Production
Languages You &re Fluent
In Othar Than English

O Arabic

Bosnian

Chinese

French

German

Hindi

Hmong

Italian

Japanese

Korean

Portuguese

Russian

Samoan

Sign Language

Somali

Spanish

Swahili

Tagalog

Ukrainian

[ vietnamese

OO00OEOO0OO0O00B0O00000

Employer

Education

upon referral. You can choose a maximum of

Programming Tools

O access

[ g+

[ coeoL

[ DELPHI

[ oream weaver

[J Flash

O Front Page

O HTML

O sava

[] oracle Database

O wisual Basic

[ =ML

Service Industry

Cash Handling

FE cashier

O child care

] conflict Management
Customer Service

[ Food Preparation

O] Food Service

[ 2anitorial / Cleaning
E retail Sales

welding

O Aluminum Welding

O mic welding

[ pipe welding

O stainless Steel Welding
[ structural Steel Welding
O 7is welding

Waorkforce Professional

Meteran

State of Missouri -

Add or Delete Skills:

When the Edit Skills button is selected on the
Skills tab, the Job Seeker will view this page which
resembles the page where Skills information was
entered during the J registration process.

Up to 30 Skills can be selected. The counter at the
top of the page will show how many skills have
been selected.

Logout \ Missoun Career Source Home | State of Missouri| Department of Economic Developmen(l Division of Waorkforce Davelopmemi Privacy Policy | Contact Us
|M:ssour| Career Canters
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MissouriCareer Sour ce.com Job Seeker/Veteran Page

Missouri('areerSource.com

Where Talent and Opportunities Meet

Home Job Seeker Employer

wWorkforce Professional

State of Missour] -

Referrals

Campalgn Badge

O vas & No

TransHioning Veteran
Type

Branch of Semce
Samice Dates

Are you a homeless
vetaran®

Seeker Info Employment Education skills 4 veteran |\

Veteran Information
Veteran Type

(= Mot 2 Veteran

3 Senice connected disability, 20% or more
(2 Sewvice connected disability, less than 30%
2 veteran

Zr mMember of 3 Guard or resere unit that was actiated under a
presidential order under Title 10, served on active duty during a penod of war
or in a campalgn or expedition for which a campalgn badge is authorized
and was discharged or released from such duty with other then 3
dishonorable discharge.

Wias your enlistment ended due to disability? O ves & Mo

2 ves & No

Are you a Spouse of a Veteran whao, {a) was killed in Action or is currenily listed as missing in action,
or (b} died because of a service connected disability, or {c) is 100 percent disabled because of a
semnvice related injury. Use vaterans' senvice dates.

Are you a Missour citizen who is the spouse of a currenily deployed National Guard or Reserve
member orwhose spouse returned from deployment within the pastyvear? ) ves & Mo

bl

Choose Discharge ifyour projecied dale of separation for discharge is In the
next 12 months. Choose Retirement if you projected date of separation for
retirement is in the nesd 24 months

| R | [ J (e rmmud dyyyy - romdddiyvy)
Press the save button to anter mare veleran senice dales

& ves O No

Veteran Page:

The Veteran tab allows the
Job Seeker to view the
veteran status that was

entered when they registered.

If the veteran status has
changed, make appropriate
updates. When the Veteran
information is edited and
current, select the Save
button and the record will be
updated.

Logout | Missouri Career Source Home

| Missourl Career Centars
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MissouriCareer Sour ce.com Job Search w/o L ogin Page

MissouriC ' areerSource.com
Where Talent and Opportfmiities Meet

State of Missouri -

Job Seeker Employer Workforce Professiaonal

Home

Skills weteran

Education

Search Seeker Info Employment

Referrals

Job Lists
s by Region

Enter words to search for in jobs OR
Erter the Job Order NMumber

| | [s=arch |
Search By Location Search Detalls
r Minimum Wage | 1l |
) Search within Zip Code | | 9 ! _{ Hourly e
T 7 - 1 Mewwr Jobs in Last o
) Search within | | miles of Zip Code | S i L i =
) Search within County | Select a county ™ | P 'An'-'l =
() Search within a Missour Career Cenfer L .
| Setect & Mizsoun Carear Canter | beye O Cwme Clvu Clwwe COTh COFr

3 Search within Region ! Osa Olsu =

Setect & region ~ | Sottlobs | Mewrest Jobs First -

use magp

&) Search Statlewide

Search Job Titles
@ Al job tittes O Select job titles

Toview Jobs matching a saved search, select below and press the Load button,
To save a new search, first click search. You can save on the bottorn of the resulls page.

[ Mo Seved Searches ~ |

Missouri Career Source Home | State of Missouwri| Department of Economic Developrment | Division of Workforce Development| Privacy Policy| Contact Us |missouri

Carear Centers

Job Search w/o Login:

If a Job Seeker does not want to register in the system, they can still search for jobs by clicking the “Browse Job Openings” link on the Login page. This will
allow them to see job openings without registering but will not give them referral instructions. The search looks the same as when a seeker is logged into the

system but clicking on any of the other tabs will take the user back to the login page.
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MissouriCareer Sour ce.com Reset Password Page

Reset Sesker P
Fle

= Mame:

* S5M;

* Confirm SSN:

* Date of Birth:

= Mew Password:

= Confirm Passeword:

Reset Emplover

FEIM:
i
= Usermame:

* Mew Fassword

iICarear Canters

Reset Password:

From the Login page, click the forgot Username/Password . Job Seekers should enter their information in the t

click Submit.

MissouriC areerSource.com
Where Talemt and Opportimities Meet

Workforce Professional

Job Seeker Employer

Home

a55word
ase enter the fallowing information to retrieve your usermame and resel your password.

Passward

Pizase enter the following information to refrieve your usermarme and reset your password.

| (8 Digits 3000000000
(6 Digits 3000000

* Confirm MNew Password: |

Ifyou need assistance, please contact a local Missouri Career Cenfer.

State of Missour| -

Missourt Career Source Home | State of Missouri| Department of Economic Development| Division of Workforce Development| Privacy Pnhcﬂ Contact Us |Missouri

op section of the screen (arrow above) and

MissouriCareerSource.com/]

ob Seeker Manual, ver. 2, January 2009
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. MissouriC'areerSource.com
{ Where Talent and Opportunities Meet

State of Missauri -

Home Job Seeker Employer Workforce Professional

Resel User Password
Your password has been successfully reset

Usemame: JBSKR
Pasgwrg; e
Login Mow

-ogaut | Missour Carger Source Home | State of Mlssﬂun| Cepartment of Economic Deuelnpmentl Division of Workforce Devetupmentl Privacy F‘nlucﬂ Contact Us
IMiﬁsouru Career Centers

Reset User Password:

Once the Job Seeker enters their information on the Reset User Password page and the information matches with that on file, they will see this confirmation page
displayed. It will post their Username and indicate the new password which they just entered is now saved in the system.
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Helpful Hints

» All job seekers see all job orders. This does not mean all job seekers are qualified for all job orde  rs, nor will all job seekers have access to
referral information for all job orders. Job order matching criteria possess some of the exclusionary fields that may prevent qualification (i.e.
shift, Driver’s License, etc.). Job Seeker matchi  ng criteria may also prevent the job seeker froma  ppearing when an employer conducts a job
seeker search (i.e. specifying a wage too high, not willing to work weekends, etc.).

e ltis vital to add as many desired positions as pos sible — including any jobs for which the Job Seeker is qualified and wishes to seek
employment.

* Itis important to recognize that when the employer specifies an experience requirement, it matches to the “Desired Job Titles” Months

Experience field and not the actual work experience information entered.
« If the Job Seeker has some college but no degree, i tis important to list the high school education. Otherwise, the system will not recognize
that they have finished high school and greatly lim it job matches.

» The Resume/Profile is a direct reflection of the in  formation in a Job Seeker's Missouri  CareerSource account. Any changes made to the Seeker
Info, Employment, Education, or Skills tabs are imm ediately reflected on the profile.

e Printing or viewing the profile may be blocked by a “Pop-up Blocker.” The Resume/Profile opens in a new window, and Internet Explorer often
sees this as a popup.

» Onthe Job Seeker Home Page, in the lower left of t  he screen under General Information, is “Do you wan  t DWD to notify you about job
openings?” If the Job Seeker clicks the Yes radio button, they will be notified of job openings for w hich their qualifications match.

» Returns on job searches are listed by default “Newe st First.” The order in which jobs are listed can be changed by clicking the links at the top
of the listing (i.e. salary, job listed, etc).

* In many cases, the Job Seeker may choose to search only by zip code, allowing all open job orders to b e displayed. After the list for that
search area has been reviewed, it is an easy matter  each day to examine only the new orders appearing at the top of the list.

» Any “Referrals” which the Job Seeker has acquired i n their record page may appear to be new job orders . However, these job orders may have
closed. These Referrals, including the contact info rmation, will still be accessible to the Job Seeker even though the job orders are no longer
open.
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